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MEHCRANDUY FOR: Aoting Ueputy D4rector (ldministrstion)

TIRG ¢ Chief of ‘&-inistretion, DO/F
SUBJRCTs Survey liepert of IﬁH/Mmin. 25X1

1. PROBLIM, To re-cvaluste “ersomnel iype /0 popitions within ¥l

2.

Approved For Release 2007/01/16 eityRripn

Division with a view towsrd determining:

a. The appropriate location, erganisstionslly, for the most egonowic
and efficient performance of csgential Personnel functions, and

Be The minimom pusb:r of pereonns] cstimsted to be requlred for %ae
performance of such functions.

FACTS BE/HTHG ON THR ":0nlm,

e, Thie survey was limited ¢ Punctions,
recerds and progedurcs of WH, to other  29X1

with such worklesd dete a5 wes readily available. Littla time
usz spant in WH becavse o the evallability of dats recently
oollected by OAN “tudies,.

25X1

be Punotions zre perforeod by three individuals on t'ml |
| |t/0. I% wem indicsted that the Chlef, ?mnell_lzgx’]

#t8 2% & depuly to the Chief/Admin in addition to performing
mm . ﬁl ?ﬁtin (Tab A indicates funetions, slots, staffing
L BURIER ).

¢. Workloads include (“ee Tabe B and { for detalls)

(1) 1 ﬂathl’ ayerage ef 36 PETBOONES 8¢ o off wbhics 11 ae
resssignmente, 7 promotions. 25X1
ard 9 converpionp were progesfed In Ghe Lires monbhs of
June, July and Awgust, 1953,

(2) A montnly avernge of 15 cables, 60 dispstohes snd LS
wnens randss ‘

Doeciment, No.

:

25X1

A000100300003-2
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Tirity inFormaﬂon

d¢. Fourteen types of records sre maintained ineluding Foeltio
Inventory Becord cards unigue to Wi (Me,"i‘ah & !‘if-ﬁ tiamrm-n
tien of records). These cards are not msintained in vieible
index cadinets, “ut are led in a 5x8 eprd f1le box. | orms
OPekb prepared by Personnel Ofriee, Difi, mre not uged hut are
retained in the Testion,.

DTRECPRSTON,
. 25X1
bs While the Position Inventory f.ecord syetem uned Ly Wi
’ £ _ ¥ wi would

% to iamﬁame rﬁimm of the Jiviscion, it 1z a

departure from the geerslly secepted T h et ¢

aTtare It s pled Fomm OF=Lb, which ot this
CORCILSIGHR . While there way be obhe
;;;Mmliu the avility of the stsff 25X1
“H %o perform the perscone) and traintng Tunctions for z divisic
considering the points oktlined in parsgre B . the -;s ”::i
staffing is adequste and the functions re 25X1

within the scope of thome which have FCETFE :
1y pisced, organisstionally (Tsb 0). T proper

ok o TR O .

Be ve changes be wede in the present T/0
Iﬁu_m_amzmulm‘ % 1 the pressat T’/ of the 25X 1

be That the functions cutlined in Tab * be terntetivel recogni
a8 properly pleeed oryenizationslly in the WH 5*.15!.%;::1% of 427:‘!.

¢. That, contingent upom the levelopment of an
wo 1 ! 3 sppropriste system
by the Faysonnsl ffice, Du/A, invelving a “esition Inventory
ﬁ;e:r?, mm«é&nﬁfi?&n be given to alimination of individus)
ivision persosne] {ile ‘olders znd unique versonns V
mow usad in lieu of Forms Fekb. * 1 deta carde

‘?‘

SE

rity Informatinn
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6. COCRDIEATION,

Corments and concarrence of the Chief !dmin/WH sre sttaches hereteo

ss Tab F,
25x1

Tesistant Fenagement Officer, (/4
{For (landestine fervices)

TECRETICAL ADVI S0W s

25X1

Plans Regpesrch snd DJevelopment “tLaff
Personnel Office, DU/A

APTROVEDS

We Lo PRRL.
¥anagement Officer, D/A
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SECRET

Securily Information’

PUNCTTONS (F PRRZONHET
WITH 7/0 ST0T8, STAPFING AN

-

Uepara! Tunotion : 25X1

Heaponaible for furnishing psroonnel snd training support to the Mvie
sion snd for coordimetion of such mebters with the Central Personnel 0£fice;
developes T/0'g; adminieters the gareor service program, mmployee evalvations
and enployee relstiony sotivibies for the Divisions srranges for integration
of perzonnel in proper sover Agency snd progesses conbrsot persennel.

Approximste ¥uber of Personne] Serviesd

Hendguariers
Field _
Career, Conbtrsob and Btaff 25X9

igerte on Projects

26X

Total
/0 Slotp snd Present Staffing

Popition Ho. Inoumbe »
Bh 9 Personnel Officer 0S-12 seme title G8-11
BA 12 Persomnel Offiger (f= 9 wame title G837
BA 1Y Seoretary-lenersl o8- 5 sowe title 08~k
1 Duties Belver Parfoyme

Position Ho. BA 9, 08-12, Pewsonnel Officer, Incusbent, G&‘mlgsm

25X1

Aot

Responsible for furnishing to the Deparimenial, Fisld sod project
aren Divisional personnel supporty coondinstes and negotlates with the
Cenbral Personnel Office on personnel matiers reladed to recrultment,
promotiens, trimefers, rotetions, seperstions, wmilitery furlewgh or
deferment, end sinmilar mattors.

Partisipates in the development of T/0's; prepares recvultment ro-
quepts; soreons applicarts referred by Cemiral Personnel; interviews
ruforred spplicatite wnd makes recommendations to Division supervisors
regarding enployability of spplicents) sdwinisters the career service
end porsonnsl evelustlons policies within the Divisieng 25X1
25X1

SECRET

Security Information
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SECRET,

Security Information

25X1

25%1 AQa

Pomition Ho. DA 12, 08-9, Persomnel Offiner,

hsesiste the {hief, Porsonnel An furnishing personnsl support
to the Departmental, Field snd ProJect aressy processen EOD's into the
M vision, oheokisg forms to eheurms corvectness thereof and sscertain
training courges required) procesess assigrmont, promotion and sepsration
capess serves as Training Offieer and roviews status of all Division in

tamme of preseriled training requiremcnisi arrepges for personnsl o
abtend Sreining courses, inibistes trsining reuussto sud ssinbteing

training rooordsy sssists in devaloping 1/0's __
Tlects Yhifomation on personnel mefiiars Lo prepare 1eplies
1o cables, dispatches snd memorsnda; maintalne personnel records.

- Q-

SECRET

Security Information
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25X9
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SECRET

Security Information

Summayy of Oautgoing Cables, Mspatches and Hemorm: dumg

Wi Eﬁﬁa&ml

Subject or Type of hction

Leave
Harriage
Reaseigrment Problem

Routine information

/0 Tnformetion and Eeports
Promotion Mattery
Selective Sarvice mattars
Evalustion Hepurts
Peeadonym Information
Procurement {Parsonnel)
Clesal ficakion
Ssparation

Cover .

Training Necommendations
Blogrephical Smmaries
Kadicsl ,
Security

Papsport Informstion
TOTAL ~ 3 NONTHS

AVINAGE PER MONTH

Cableg

©

’ B
Hoorwrwooronocooocolmese

&

SECRET

Security Information

£

g g&mmg#wewawﬁwﬁﬁﬁaﬁmwr

mmmmma

g»ﬁuu$95umpmwwm3waamr

&
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) SECRET
Security Information
REGORDS MATHTATSED BY o 25K
1e
28%11 A2 d1
2 ., yee Regond Cnrds ~ one for esch empluyes - these are 58

; box Tile, and teke the plsce of the Yorm UF«kb,
niai@h :&.ﬁ mﬁli@d lxy Personae) for esch new suployse. The two
Hemingbon ile cabinets suppliied the Division for mainteining
the Intm aurds are nob ﬁﬁﬂﬂi-

3. F Eo er 3::5 euma, mbdividaﬁ {mto the following sectionsy

_ lekler File - cards for each mlaym, hesdquarters R
Pield aA g neme, presont grade, slob grade, dste of

1&:‘& prmutima erd gowments) arvanged by wonthe in which,

by respon of time in grade, Lhey will become oligible for

prouotion. There sre alse sectiona for premetione pendingg

for proxetions being held, for one reason or aysthery for

persone spoupying Dlocked sleba.

De ; 3 ¥4lp ~ carde for sach field employee, glving nams,
o%atign, arrival dete, together wilh mmriah motationn
- im eployee’s prefercuce veganding time, next station,

vbe. Primary division iz by wonth, wﬁh m’bdivi;ian within
eaeh month Dy verious vesrs. A3s0 a sesblon for overduge

home=leave cardne.

ils « cards, srysuged slphabetieally, for smployess
L1 _@au tredning sourses gompleted.

he W - for both hesdquerters and field, showing, in addie
tion to pesidions and position mumbers, name, prede, salary of
invesbent {mame of jmdividual, if in procsss, pereuthesized).
These are dittoed Listings, prepaved mth!; ,

é. Chrom File = ocopies of outgoing personnel memorsnds.

. o
SECRET =
curit forms ot .
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11.

12.
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1.

Approved For Release 2007/01/16 : CIA-RDP57-00042A000100300003-2

SECRET

Security Information

‘ - - log of ingoming persoonsl dlspabches,
showings gpateh Boej Subjeet and datep Routingy Anewersd byj
snfl dete of latter. Maintainasd hy Jbation.

Digpateh log = Cutroing ~ log of outgoing personnel dispstches
8 B A0« date prepared, snd dsbe irsnpeitted by Agemey.

Pergonne) File Conmtrol - log of incoming personncl files {ye-
anlve A Piki, nemer Staff, ebo.), showingt Reguestod by,
From, Date in, Nawe and Orede, Jonted to, Date ond, "i‘ﬁ, and
Comments.

weining Book ~ including, in sddidion Lo gensrel noursa
Tnformabion, @t0., & dittond form for onch enployse (srrarced
#1phstetically) either undergoing or scheduled for training to
show courses and dates of training scheduled.

sfsy Cheok Shest ¥ile - file of s)lphabetic Txausfer Check
hoety Tor integrees Or Army cover smployees showing dispateh
Bo. mobifying of new assigrmont; Home Leave detes; dgenoy Travel
Oydsypy date State Travel Orders reguested; dete sont to n
and dske o State} new Station datay idmmitification data.

?gmsm m_and Lyne name File - Standard Shree-psrt system.

-2 -

SECRET,

Cannri

| o -
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SEGRET
Secugiy Information

PHROTIONS OF ¥R PTREOBNEL AHD THAIWIN FURCTIONS
PENTATIVILY RaCOBMITED A5 PROPERLY PLACED

¥elntenance of eurrent informstion and status of T/0%'s and
Popition Inventory Hacordp {normally Fores OF kb - in the
instance of ¥H, a 5"x8' cerd of Wi design).

Courdinetion and review of the Fersomnel Tvsluation Reporis.

Coordination and yevisw of Tontraet Agent Check listg.
Servieing and sepport of Coreer Service Board Aetivitler bys
8. Providing sdesnce informstion on returning personnel.

b. Providing swmary informetion on mmbers, grades, dates of
graden, locstion, sto. of personnel by eawser eategory.

c. Hoinbalning conirol and follow-up on the sppliecatlion of
treining presorived by Caresr Serviee Board Actions.

d. Prepsration and processing of #¥-52 and sueh other mupporting
mm &8 may bo regiired to sogomplish personnsl sctions and
nhain eurront information on gtedus of such actionss [ | 25X1
| Staff Agents, and ¥ilitary 25X1 -

Brisfing of employees prier to oversess movement. (Supplemental
to briefing provided by Centrsl Processing.)

Corpesponding with slements of the WH Division, hesdquarters and
fleld, on mabters of inquiry, policy intarpretstion snd proesdural
ingbruction.

Providing routine personnel advice and sssistence %o Wi psrsomiel.

SE

Secyrity Inyrmation

Approved For Release 2007/01/16 CIA-RDP57-00042AOCO100300003-2



